UWS Safety Inspection Checklist - Office Environments





Useful Hint: To maximise the benefits that can be gained from a workplace inspection activity read the UWS Inspection Checklist Information Sheet prior to commencing the inspection.





Area Inspected:  		Date:  		Inspected by:  	





Item�
�
�
Follow up Action(s) (tick one or more as required)�
�
�
�
�
�
OK�
Not OK�
Repair/�Replace Equip�
Refer to line manager for action�
Refer to staff member for action�
Refer to OH&S consultative Committee &/or HSR�
Contact OH&S unit for Advice�
Refer to CWF for action�
Insert


other 


action�
To be taken by whom�
Date completed�
�
1.0 Safety Organisation�
�
�
�
�
�
�
�
�
�
�
�
�
A copy of UWS OHS Policy is accessible to & understood by staff�
�
�
�
�
�
�
�
�
�
�
�
�
OHS is an item of business on local staff &/or management meetings�
�
�
�
�
�
�
�
�
�
�
�
�
Staff are aware of & able to access their local OHS committee &or representative �
�
�
�
�
�
�
�
�
�
�
�
�
Staff are aware of & trained in local emergency management procedures�
�
�
�
�
�
�
�
�
�
�
�
�
UWS Emergency Management posters displayed appropriately�
�
�
�
�
�
�
�
�
�
�
�
�
Staff are aware of UWS accident & injury reporting procedures�
�
�
�
�
�
�
�
�
�
�
�
�
Workers compensation & injury management summaries displayed for staff to read�
�
�
�
�
�
�
�
�
�
�
�
�
Risk assessments are carried out in consultation with staff using the UWS methodology�
�
�
�
�
�
�
�
�
�
�
�
�
A notice board is available to display relevant OHS for staff &/or students�
�
�
�
�
�
�
�
�
�
�
�
�
�
2.0 General�
�
�
�
�
�
�
�
�
�
�
�
�
Floors clear of slip hazards


eg. extension cords, boxes etc�
�
�
�
�
�
�
�
�
�
�
�
�
Office materials stored correctly�
�
�
�
�
�
�
�
�
�
�
�
�
Floors clear of rubbish eg. newspapers�
�
�
�
�
�
�
�
�
�
�
�
�
Photocopiers & fax machines etc located appropriately�
�
�
�
�
�
�
�
�
�
�
�
�
Appliances used in kitchen serviceable�
�
�
�
�
�
�
�
�
�
�
�
�
Personal equipment such as fans & heaters serviceable�
�
�
�
�
�
�
�
�
�
�
�
�
Floors & floor coverings in sound condition�
�
�
�
�
�
�
�
�
�
�
�
�
3.0 Emergency Management�
�
�
�
�
�
�
�
�
�
�
�
�
Emergency evacuation plan developed & tested�
�
�
�
�
�
�
�
�
�
�
�
�
Staff aware of & trained in the emergency evacuation plan�
�
�
�
�
�
�
�
�
�
�
�
�
Emergency exits clearly marked�
�
�
�
�
�
�
�
�
�
�
�
�
Emergency exits not obstructed�
�
�
�
�
�
�
�
�
�
�
�
�
Emergency fire fighting equipment visible & serviceable�
�
�
�
�
�
�
�
�
�
�
�
�
Correct fire extinguishers located on floor and not obstructed�
�
�
�
�
�
�
�
�
�
�
�
�
Emergency contact numbers are prominently displayed & known to staff�
�
�
�
�
�
�
�
�
�
�
�
�
Staff are able to access accident & injury report forms�
�
�
�
�
�
�
�
�
�
�
�
�
4.0 Ambient Comfort�
�
�
�
�
�
�
�
�
�
�
�
�
Lighting levels adequate for tasks performed�
�
�
�
�
�
�
�
�
�
�
�
�
Air temperature, air flow & humidity adequate�
�
�
�
�
�
�
�
�
�
�
�
�
5.0 Hazardous Substances�
�
�
�
�
�
�
�
�
�
�
�
�
All hazardous substances eg. toner, mineral turps stored correctly�
�
�
�
�
�
�
�
�
�
�
�
�
All hazardous substances identified, labelled & stored appropriately�
�
�
�
�
�
�
�
�
�
�
�
�
MSDSs available for information�
�
�
�
�
�
�
�
�
�
�
�
�
6.0 Ergonomic Layout & Design�
�
�
�
�
�
�
�
�
�
�
�
�
Staff have been trained in how to adjusted there workstation to reflect sound ergonomic practice�
�
�
�
�
�
�
�
�
�
�
�
�
Ergonomic chairs available & serviceable�
�
�
�
�
�
�
�
�
�
�
�
�
Workstations meet ergonomic guidelines�
�
�
�
�
�
�
�
�
�
�
�
�
Ergonomic chairs are adjusted correctly by the users�
�
�
�
�
�
�
�
�
�
�
�
�
High reflection on VDT screens is controlled to avoid eyestrain�
�
�
�
�
�
�
�
�
�
�
�
�
Workflow & workload appropriate�
�
�
�
�
�
�
�
�
�
�
�
�
Monitor, mouse & keyboard adjusted correctly�
�
�
�
�
�
�
�
�
�
�
�
�
Chair serviceable and adjusted correctly�
�
�
�
�
�
�
�
�
�
�
�
�
Document holder, footrest available & located correctly if required�
�
�
�
�
�
�
�
�
�
�
�
�
Desk space available for frequently used equipment�
�
�
�
�
�
�
�
�
�
�
�
�
7.0 Materials Manual Handling�
�
�
�
�
�
�
�
�
�
�
�
�
Staff trained to undertake the manual handling tasks associated with their work �
�
�
�
�
�
�
�
�
�
�
�
�
MMH risk assessments carried out�
�
�
�
�
�
�
�
�
�
�
�
�
Equipment eg trolleys for reducing the risks associated with manual handling available, serviceable & regularly inspected�
�
�
�
�
�
�
�
�
�
�
�
�
8.0 Electrical�
�
�
�
�
�
�
�
�
�
�
�
�
Electrical distribution boards have appropriate earth leakage & overload protection�
�
�
�
�
�
�
�
�
�
�
�
�
A program of inspection, tagging & testing of portable electrical equipment has been fully implemented�
�
�
�
�
�
�
�
�
�
�
�
�
The insulation of electrical leads is in sound & serviceable condition�
�
�
�
�
�
�
�
�
�
�
�
�
An adequate number of GPOs are available to avoid the need to use adapters & power boards�
�
�
�
�
�
�
�
�
�
�
�
�
Power boards that are in use have overload protection�
�
�
�
�
�
�
�
�
�
�
�
�
9.0 Office Security�
�
�
�
�
�
�
�
�
�
�
�
�
Office layout & design facilitates & supports an appropriate level of security given the use of the office area concerned�
�
�
�
�
�
�
�
�
�
�
�
�
Measures have been implemented to ensure that visitors do not enter the general office area�
�
�
�
�
�
�
�
�
�
�
�
�
Staff are able to recognise a security breach & know to whom it must be reported�
�
�
�
�
�
�
�
�
�
�
�
�
Measures have been taken to ensure that confidential information & other valuables can be securely stored�
�
�
�
�
�
�
�
�
�
�
�
�
10.0 Other additional items (insert items & use additional sheet as required)�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
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�





�





�





Page � PAGE �1� of � NUMPAGES �5�


Developed & prepared by the UWS OH&S Unit  - Last Updated & reposted  – September 2004











